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A G E N C Y 

Item 
No. Description ' Retention 

1. 

2. 

GENERAL ACCOUNTING RECORDS 

Appropriations, Asphalt Reports, Eudget Reports, 
Expense Accounts, Mileage Bills, Utility Reports, 
Payroll Expenses and Adjustments, Closed Job Orders, 
Requisitions and Purchase Orders. 

File Arrangement: Alphabetically by Item than by date 

PERFORMANCE REPORTS 

Forenans daily reports of number of men, hours 
worked, type and quantity of work performed. 

File Arrangement: Chronological by District 

Retain for three years, 
then destroy 

Retain for three years, 
then destroy 

Dote 

Schedule Authorized by Ha l l of Records Commission Disposal Authorized by Board of Publ ic Works 

Date Secretory 


